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PERSONNEI. EVALUATION REPORT
Flow Chart
(Initial and Annual Reports)

OFFICE
CONCERNED

SUPERVISOR

INDIVIDUAL
CONCERNED

Transactions & Records
Branch of the appro-
priate Personnel Divi-
sion notifies Office
when the report is due

Evaluaticns Officer
completes items 1

thru 6 of PER and o=

forwards it to
immediate supervisor

Supervisor forwards
PER to individual
concerned, discussing
with him purpose of the
PER

Individual concerned
completes items T
thru 10 of PER and
returns it to super-
visor

Supervisor may discuss
with Placement Officer.
If action is taken re
item 17, he shall coor-
dinate with Placement
Officer

Reviewing official re-
views PER, discusses
plans and recommenda-
tions with supervisor

and returns PER to
supervisor

Supervisor completes
jtems 11 thru 17 and
forwards PER to re-
viewing official (su-
pervisor next in line)

4—4*

as necessary and signs [

Supervisor holds PER
pending completion of
the interview, then
signs both copies and
forwards them to the
Evaluations Officer

Personnel Office ab-
stracts pertinent in-
formation, plans
follow-up action and
files the original as
a permanent record in
the individual's
official personnel
folder

Evaluations Officer
forwards original to

Personnel Office and
duplicate to Office
Career Service Board

Office Career Service
Board reviews plan and
recommendations for
approval of the Assist-
ant Director or Office

head.
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Supervisor interviews
the individual, dis-
cussing the evaluation,
recommendations and
plans. If action re
item 17 is being taken
so informs individual
and explains his right
of appeal

—p»— routing of PER

related action
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SECURITY INFORMATION

PERSONNEL EVALUATION REPORT

{See Instructions on Reverse Side)

The Personnel Evaluation Report is an important part of the Career Service PFO—T
gram, It seeks to assure for every person a carefully planned career, with advance -
ment based on demonstrated ability. For the individual, it means an opportunity to
voice his interests and to discuss his job and his progress with his supervisor. To
the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as a whole, it means successful
teamwork based on mutual understanding and respect.
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SECURITY INFORMAT ION

20." COMMENTS (Mgmymmmmmm

INSTRUCT 1 ONS
1. Instruction to the Administrative or Personnel 0fficer
Consult current Administrative Instructions regérding the initiation and transmittal of this report.
2. Instruction to the personh evaluated ‘

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With
respect to Items 8 and 9, you should include courses of instruction or assignments, either within or out-
side of the Agency, which you consider pertinent to your career development.

3. Instruction to the Supervisor and the Reviewing Official

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca-
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by—job and day-by-day basis and use this information in carrying out your supervisory responsibilities.
Although evaluation s a continuous process, it is necessary periodically to record your observations and
recommendations for appropriate action. In preparing the report you should consider the individual’s capa—
bilities for further development in his present lassignment and his potentialities for more effective
utilization in other positions, indluding work of a more responsible and difficult nature.

b. The following traits are generally regarded as having some bearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATION . RESOURCEFULNESS
DEPENDABILITY . STABILITY UNDER PRESSURE
ACCURACY i ABILITY TO OBTAIN RESULTS
SECURITY CONSCIOUSNESS . JUDGMENT

INITIATIVE . LEADERSHIP

¢. In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed.” The following basic principles of evaluation
should be kept in mind:

(1) Base your judgment on

a) What you have observed -the individual do or fail to do.

b) Typical performance as well as critical incidents.

¢) ¢Examples relevant to the duties under consideration.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated during the report period. Avoid exaggéera-
tions. They detract from the value of the report and are unfair to others.

{(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. |T SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4. A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING THIS REPORT IS NECESSARY IN ORDER TO ASSIST IN THE
DEVELOPMENT AND BEST USE OF EVERY [NDIVIDUAL*®S CAPABILITIES.

THIS PORTION TO BE DETACH]?D ONLY BY AUTHORIZED OFFICIAL 4

o
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SECURITY

R

INFORMAT | ON

PERSONNEL EVALUATION REPORT

Items 1 through 6 will be completed by Administrative or P@rsonnel Officer

[T JReassignment

l. NAME {Last}) (First) (Middle) |2, GhADE 3. POSITION TITLE

4. OFFICE STAFF OR DIVISION BRANCH! 3 pePT'L. | IF FIELD, SPECIFY STATION
] FI1ELD

5« PERIOD COVERED BY REPORT 6« TYPE OF REPORT

From To [T Jtnitial ] Annuat [ special

[] Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated

T« LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

Name of Course tocation

8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD.

Length of Course

Date Completed

*9e IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

IF DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YOUR QUALIFICATIONS (APTITUDE, KNOWLEDGE, SKILLS).

10.

- DATE

SIGNATURE

Items 11 through 18 will be completed by Supervisor

11l. BRIEFLY DESCRIBE THIS PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.

Approved For Release 2001/07/31 : CIA-RDP80-01826R000400050002-5
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MOST NOTYICEABLY GOOD OR QUTSTANDING?

12. IN WHAT RESPECT IS THIS PERSON'S PERFORMANCE ON PRESENT JOB

IMPROVEMENT?

13. ON WHAT ASPECT OF PERFORMANCE SHOULD THIS PERSON CONCENTRATE EFFORT FOR SELF

14u. COMMENT ON TH!S PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILITIES NOW OR IN THE FUTURE.

if

15. ARE THERE OTHER DUT!ES WHICH BETTER SUIT THIS PERSON
possible.)

'S QUALIFICATIONS? (Recommend appropriate reassignment,

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR TH1S PERSON?

17. |F PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY,

THERE 1S ATTACHED COPY OF MEMORANDUM NOTIFYING THIS

PERSON OF UNSATISFACTORY PERFORMANCE.
ADDITIONAL COMMENTS INCLUDING

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED.
ITEM 20.

COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER

SIGNATURE OF SUPERVISOR

DATE
are shown in item 20.)

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any,

DATE

SIGNATURE OF REVIEWING OFFICAL

20. COMMENTS: (\f necessary, may be continued on reverse side of cover sheet.)

AT
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CENTRAL INIELLIGENCE AGENCY
Washington, Ir. C,

ILLEGIB
il R
- 19 June 1452

SUBJECT: CIA Carcer Ser.ice Proyian
T Y

L. Av m'*t ed Tor inlformat on and o appropoiate action g the
Final Repourt of the CIA Career Service Comn it L W.‘.\.;C.]..L Naws been ap-
proved vy che D.’s_.’r‘ec'i’;m' of" Central Intelligence.

2. Regulations, procedurcs &nd aspignments furiher implenting
the Program will be ‘1“(:0.}.“901"a'€.;e<'l in the CTa Manual or issued as CLA

Novices, as veqiived, in vrder that it mey be phosed irto full operation.

FOR THE DIRECTOR QF UENTRAL ThTilLIggsc
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11l June 1952

Director ovaentral Intelligoncp”'”

Chairman, Carcer Service Committoe

Final Report of the Carcer Service'COmmittee'

Qg

bo

Cg

de

Cp

" PROBLEM.  To devise a Cdr@er Service Pfégfam that identifies,

develops, effectively uses and rewards individuals who
have the skills required by CI4; motivates thom towards
rendering maximum service to the Agenoys and eliminates
from the service, in an equitable manner, those who in
spite of the Program fail to perform as effcctive members
of the organizatione -

-ABSUMPTIONS, ~ It is assumed thats

Requifod skills can be identificd through appropriate
evaluation and sclection devices,

Potential skills can be developed and maintained through
appropriate supervision, training and duty rotation,

The skills of CIA personnel can be utilized most effectively
through planned assignment of individuals to positions of
progressively greater responsibility as their skills are
developed to meet CTA requirements for those positionga

The experience of personal growth together with a porsonal -
identification with the objcctives and operations of the
Ageney will stimulate maximumn service among CIA personncle

Aspirations of CIA personnel to a career with the Agency
will depend on the extent to which thedip contributions

are recognized by the Agency and on maintenance by the
Agency of tho best possible climate Tor work,

I A

B

Security Information.
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3, DISCUSSION, Tabs A through H present a Career Service Program
which has been tailored to the needs of CIA by experienced
members of the Agencys. This Program is based upon tethe
niques which have proven to be effective in private industry
and other Government . estaollshmcn'bso

lie  RECOMMENDATION., It is recommanded that you approve this report
_ and authorlze the Deputy Dlrector (Administratlon) to’
implement the CIA Garﬁgr g; T

25X1A9a

“Chairman, .
Career Service Committee

Approved: 13 June 1952

25X1A9%9a

PiTector of Cemtral Intelligence
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SUMMARY OT THR CTA CARTER SWRVICT PROGRAM

le  The CIA Carcer Service Program is controlled by = CTA Carcer
Service Board which consists of the Deputy Director (Adminjstration),
the Neputy Director (Plans), the Peputy Director (Intelligence), the
Assisgtant Director (Personnel), the Dircetor of Training and, on a
rotating basis, two fssist-nt Directors. The two rotating members of
the Board will each serve for six months, there being at all times one
from the overt office group and one from the covert office groups Their
bdurs of duty are staggered so that there is continuity. The CIA Carcer
fervice Board meets once a month,. If any member is -unsble to be present
he-may be represented by his Neputye  Four merbers constitubte a CUOTUM
The Chairman of the Board will ba one of the Deputy Directors, each of
whom will serve successively for a term of fourp monthse The Carecer
Development Steff of the Personnel Office serves ag Secretariat of the
Board and the Chief, Carcer Doevelopment Staff, acts as the Rosrdls
Exeoutive Sceretary, (See Tab B).

2s The CTA Career Service Board ig responsible for advice to the
DOL on making CIA a better place in which to worke It develops policy
governing the Carcer Service Program and adviges concerning =11 policy
matters affecting Agency personncl, This is a continuous process in
order that the Progrem may he immediabtely responsive to the néeds of the
Agency and in order that the Agency’s personnel policy may remain
sufficlently flexible to meet all contingenciess The RBoard serves to
guide the Agency in its evelopment of long=renge plang for the hest
utilization of the Agency's human resourcos . Tt is concerned primarily
with policy, not with day-to=day decisions or details. : Tab B),

3¢ The (0ffice) Carcer Sorvice Boards are located in each of the
major Offices and units of CTA and are respongible to théir respective
Assistant Nirsctors or 0ffice heads for the operation of the Carcer
fervice Program in accordance with policy established by the CTA Career
fervice Boards They are also responeible for collaboration with other
(0fTice) Boards on inter«0ffice Carcer Service problems. It is at this
level and through the functioning of these (0ffice) Boards that the
rotation, training, advancement snd assignment plan recommended for the
individual by his supervisor is reviewed for the approval of the Assistant
Dircetor or Office hoads ~These Boards are concerned primarily with the
implementation of policy and with the review of detailed recommendations
concerned with the carcers of individuals, (See Tab B).

Security Information Tzb A
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Jis Annually, or as often as rnqulrnd, ‘each person is ev valuated by
hiz supervisor and the evaluation ig reviewed by a reviewing official,
This evaluation together with a prOQOS@d development program forms the
basis for a detailed discussion butwrcn the suprrvisor and the person -
being evaluated, "The proposed dOVHlopmnnt pregram is reviewed by the
(0ffice) Carcer Service Roard and when approved by the Assistant Uirector
or Office .cad bhecomes the plan For ‘the individual!s career for the next
year or two, (See Tab C), :

Se \poclsl cmphasis is-nlaced on the JdGntlflcatlon, tralninp and
development of individuals who demonstrate potential for assignmefit to
vositions requiring exceutive ability.' Individusl talent for planning,
organizing and directing the work of others is one of the Ageney!c . prige

assets provided it is carefully developed and gulded effectively toward
the accomplishment of some specific aspect of the monncy' missione Such
potentlal 1s of interest to the Agency as a whole gince it is seldom tied
to technical proficiency in any one field and, therefore, not limited to
use in any particular area of activityf (8ze Tab D).

6. A1l new Junlor personnel rrcruitod and colectrd to £ill pro-
fessional positions (e.g.,, all new pers sonnel up to and ineluding 0S~11
to fill slots designated as professional poaltjonu) will be sereened by
the Professional Selection Panel (in a manner similar to that employed
by the Roard of Fxaminers of the Poro ign Serviee) with vespect to over-
all sultability to work in CIA on a career basis. Exception to this
procedure maey be made in nach casea by the appropriate Deputy Dizector,
(“ﬂo Tab F). '

.7+ A1l new personnel r»cru;tnd and selected to £i11 Drof“ 51onal
positions ineluding all new "later aluentrJ” personnel, GS~12 and above,
will-enter the CI# Intelligence School at thas first scssion commencing
after their 0D, TExcepntion to this prO“FdUPF may be mado in each case
by the appropriate Dmputy Dlroctor. (QPQ Tab ®).

8, One of the most effective mothod of training ¢ TA pfrqonnol,“
developing their.latent talents and orepwrlng those persons with high
notential for more responsible positions is by means of rotation through
one or. more positions that can provide broadening experience. Fxecutive

1¢3k1115 can often be developed through mynerwoncn 1n a varlety of areas
of rnqnonaibllaty (See Tab F).

i

ah.
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9¢ The favorable work climate that is one of the goals of the
Carecr Service Program would be cnhanced by certain benéfits not héw
available to CTA personnsl, Many of these can be achieved 6nly thfouuh
legislation, The CIA Career Service Board will give continuous atiﬁngion
to this problems (See Tab o), i ‘ o

10, Much of the work that is accomolished in CTA must, for saecurity:
reasons, be done anonymously, An imporbant incentive that’is éohhon ﬁd
most human endeavors, the acclaim and approbation of one's fellow man »is
therafore not generally available to CTA. The establishment of an jni
ternal CTA Honor twards Program will in part fulfill this need,

(See Tab H). o

“ 5 -
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Organl atlon, Rolatjonohlps and Punctlnng of the CAREER SERVICE BOARDS

Io Organ¢4dt10n and Punnt1onu of the CIA CAREER SERVICE BOAID
Ao The CIA Carovr Serv¢cc Roard wml] bu composed of the iollow1ng personssy

Doputy Director (Plang)
Deputy Director (Intelligence)
Depuby Director (Adminlstration)
Assistant Director (Personnel)
Director of Training
Two Assilstent Directors, each to serve
for terms of six months! duration.
(Sce Schedule 4)
Exceutive Seceretary = Nonevobing
Four members of the Board wlll constitube a quorum, If a member cannot
be present, he may be represented by his Tepuby. The Board will hold

scheduled monthly meetings, and agenda and minubes o{ meetings will be
distributed to all persons on Schedule A,

Bs It will be the responsibility of the CIA Career Scrvice Board to:
l¢ Devdlop policy governing the Carecer Service Program for approval
by the DCI and serve as hls advisor on all matters coneerning

the Programa

2e¢ OSupervise wnd review tnu iunctlonnng of (0ffice) Carecr Service
Boardsa

3¢ Establish and malntqin an Exocutlvo Tnvcntory to be composcd of
‘those persens which the Board shall from time to time determines

ke Make recommendations for illllng key positions in the Agency
- with personnel from the Ixecutive 1nvontory°

S5e¢ Review evaluation of personnel contained in the Exccutive Inventory
“and review rotation programﬁ for tholr further development,

65 Approve thc allocatlon of Rptatmon Toan Slots to (0ffice) Carcer
 Service Boards, (uoe Scnodulo B)e

_%6~

-
Security Information Tab B

Approved For Release 2001/07/31 : CIA-RDP80-01826R000400050002-5



1

Approved For Réfase 2001/07/31 : CIA-RDP80-01826R#89400050002-5.

Security Information

7+ Supervise supporting groups or Boards for handling specialized.
- functions on an Agency=wide basis, such as, Hazardous Duty Board,
Honor Awards Board, Profcssional Sclection Panel, etce, drawing
on Agency personnel as necessarys

84 Prepare and submit annually to the DCI a summary of the operation
of the CIA Carcer Service Program,

II. Organization and Functions of the SHCRETARIAT of the CIA CAREER SERVICE
BOARD. - S |

Ae The Career Development Staff of the Personncl Office serves as
the Secrctariat of the CIA Career Service Board and the Chief,
Career Development Staff serves as the Execubive Secretary of the
Boards ’ j :

Bo Tt will be the responsibility of the Secretariat of the CIA
Carcer Service Board tos '

1o Recomnend to the CTA Career Service Board ways and means of
improving the CIA Career Service Program,

2¢ Perform all secrctariat and administrative functions for the
CIA Carecer Scrvice Board, These include, bhut are not limited
tos 1

ae¢ Maintazining mastoer files%concerned with Carcer Service
. matters on a current basis for the CIA Carcer Service
Board, including agenda and records of meetings,

be Transmitting to the CIA Career Service Board recomnendae

tions and pericdic reports of the (0ffice) Career Service
Boards for consideration, L ‘

Co 'Iniﬁiating'ahd,suparvisiﬁg suéh'studies as are needed to

improve the Career Scrvice Program.

de Assiétiﬁg (0ffice) Career\Serﬁice‘Boards‘in effecting
rotation appointments, : '

es Submitting unresolved inter-0ffice Board problems to the
CIA Career Service Board for decision,

-

GEGRRGe
Approved For Release 2001/873%1 BIAIREPE6.51626R000400050002-5  Tab B



. Approved For Release 2001/07/31 : CIA-RDP80-01826R000400050002-5

afidaki ,
Security Information

£, Coordinating with the Office of Training training
arrangements and needs respecting the CIA Career
Service Programg

gs - Acting in support of Boards established by the CTA
~Career Service Board for feandling specialized
functlons on an Ag@ncywwide baSLsé

IIIe Organizatlon and Functions of the (QFFICE) CARBER SLRVIC& BOAHDu

L. (Office) Career Service Beards will be composed of the following
persons:

Assistant Director (or 0ffice head) ex officio
Three or more Staff or Iivision Chiefs, or
comparable high~level officials
Secretariat - Non-voting, (In most cases, the’
Secretariat will be composed of Administrative
i Personnel Officers of the 0ffice concerned and
‘ o will porform staff support for the Board,)

Ba \Offjce) Career Service Boards will be Lut&bllahbd in the followe
cdng units of CIAs

Office of Special Operations - Office of Scientific Imtelligonece #
office of Policy Coordination -

ILLEGIB

ILLEGIB " Medical Office L
: - ~ ILLEGIB
Inspeetion and Security Office -

Procurement andSuiili Office ILLEGIB

An Administration Carecr Service Board will be established which
will be concerned with those individuals who do not come under’
the jurisdiction of any one of the above Carcer Service Boards.

Ce It will be the responsibility of an (0ffice) Carecr Service Board
tos ’

1, Serve as advisor to the Assistant Director (or Office head) on
all matters pertaining to the Career Service Programg .

- 8 -

.ﬁﬁﬁiﬁ! - _
Security Information Tab B
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2, Direct within the Office the applicétion and functioning of the
Career Service Program, including but not limited to:

a, Executing relevant decisions of%the CTA Career Service Board
and making recommendations to the CIA Career Service Board
for improvement of the Career Service Programs

be Sponsoring, developing and executing the Career Service Program
of the Office concerned, including an intra=0ffice rotation
system, and reporting periodically to the CIA Career Service
Board,

6¢ Reviewing Persomnnel Evaluation Reports and prdpéééd development
plans for individuals in terms of training, assignmend,
advancement, rotaﬁibn‘and_promoﬁion, ‘

d, Recommending cancellation or continuance of career devel opment
actionse o ‘ ‘ S

Ge - Participating in the development and execution of approved
extra~0ffice rotation systemse .

£, Submitting a Semimanmusl Personncl Evaluation Report to the
Sponsoring Office on each rotation appointee from another Office,

ge Ensuring that the rotation appointees detailed by their Office
" bo another Office are not overlooked for warranted promotion
and ensuring that rotation appointees received by their Office
are productive and their assignments commensurate with the
purpose of the appointmentse | ‘ : '

h, Reviewing continuously conditions of service and duty with a
view to making recommendations to the CIA Career Service Board
concerning working conditions and benefits that can strengthen
morale and increase "esprit de corps'e

i, Reviewing continuously the personncl intake of the Office,
especially at the junior professional level, with a view to
ensuring the acquisition of highly=qualificd, versatile persons
with leng-range potentialltya

3, Supervise supporting groups or Boa?ds as appropriate for handling
speclalized functions, assigning to them Office personnel as
necessarye - ' o ] ' '

‘ - 9 b .

apiem S
Security Information Tab B
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l. The Personnel Evaluation Report (Sece Form No, 37=15L, attached) is

preparcd annually or as often as reguired, It deals withg
ag The job being done,

be The personts performance on the joba

¢, The personts potential for assuming greaber rcesponsibilities,

ds The program vecommended for the personts development,

2¢ Effcctive use of the Persomnel Evaluation Report is dependent primarily
on the extent to which supcrvisors are objective in reporting uscful
information on the forms The Office of Training and the Personncl
Office are currently preparing the program nccessary to place this

sysbem in operation,

3o The Personnel Office will be primarily rosponsible for administration

of the personnel evaluation programe

Lttachment =~ 1

w 10 =

G
Scourity Information
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PERSONNEL EVALUATION REPORT

(See Instructions on Reverse Side)

The personnel Evaluation Report is an important part of the Career Service Pro—
It seeks to assure for every person a carefully planned career, with advance -

For the individual, it means an opportunity to
To

gram,
ment based on demonstrated ability.
voice his interests and to discuss his job and his progress with his supervisor.

the supervisor, it gives assistance in carrying out a major responsibility, the de-
velopment of the people he supervises. For the Agency as a whole, it means successful
teamwork based on mutual understanding and respect.

- 00050002-5
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COMMENTS

20.

INSTRUCTIONS
1. Instruction to the Administrative or Personnel Offﬁcer
Consult current Administrative Instructions rebarding the initiation and transmittal of this report.
2. Instruction to the person evaluated

Since this evaluation will become an important part of your record, you will want to give to it as much care
and attention as you would like to have it receive from your Supervisor and the Reviewing Official. With
respect to items 8 and 9, you should include courses of instruction or assignments, either within or out-
side of the Agency, which you consider pertinent to your career development.

3. Instruction to the Supervisor and the Reviewing official

a. As the supervisor who assigns, directs and reviews the work of others, you bear primary responsibility for
planning and fostering the development of each person under your supervision, commensurate with his ca—
pacity, aptitude, knowledge and skills. As an alert supervisor, you judge the people working with you on a
job=by—job and day-by-day basis and use this information in carrying out your supervisory responsibilities,
Although evaluation is a continuous process, it is necessary periodically to record your observations and
recommendat ions for appropriate action. In preparing the report you should consider the individual‘s capa-
bilities for further development in his present assignment and his potentialities for more effective
utilization in other positions, including work;of a more responsible and difficult nature.

b. The following traits are generally regarded as having some pearing on a person's performance and develop-
ment. Although you are not asked for specific ratings, do not hesitate to refer to these or similar traits
in your comments, which should be terse and precise.

COOPERATI|ON RESOURCEFULNESS
DEPENDABILITY ‘ STABILITY UNDER PRESSURE
ACCURACY ABILITY TO OBTAIN RESULTS
SECURITY CONSCIQUSNESS ‘ JUDGMENT

INITIATIVE ‘ LEADERSHI P

c. 1In fairness to the individual and in the interest of the Agency, the importance of carefully prepared and
accurate Personnel Evaluation Reports can not be overstressed. The following basic principles of evaluation
should be kept in mind: ;

(1) Base your judgment on

ak What you have observed the individual do or fail to do.

b) Typical performance as well as critical incidents.

c) Examples relevant to the duties under consideration.

(2) Different standards prevail in different assignments. Every effort should be made to arrive at a just
estimate of the qualities of the individual as demonstrated durin% the report period. Avoid exaggera—
tions. They detract from the value of the report and are unfair to others.

(3) BIASED OPINIONS BASED ON PERSONAL LIKES AND DISLIKES MUST BE SCRUPULOUSLY AVOIDED. |IT SHOULD BE BORNE
IN MIND THAT THE PREPARATION OF EVALUATION REPORTS IS AN IMPORTANT RESPONSIBILITY OF ALL SUPERVISORS
AND THEIR CAREFUL PREPARATION IS AN INDICATION OF THE SUPERVISOR'S OWN ABILITY AND QUALIFICATION FOR
THE POSITION HE HOLDS.

4, A FRANK DISCUSSION BETWEEN SUPERVISOR AND INDIVIDUAL CONCERNING THIS REPORT 1S NECESSARY IN ORDER TO ASSIST IN THE
DEVELOPMENT AND BEST USE OF EVERY INDIVIDUAL*S CAPABILITIES.

THIS PORTION TO BE DETACHED ONLY BY AUTHORIZED OFFICIAL
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PERSONNEL EVALUATION REPORT

Items 1 through & will be completed by Administrative or Personnel Officer

1. NAME {Last) (First} (Middie) [2. GRADE 3. POSITION TITLE
4. OFFICE STAFF OR DIVISION BRANCH 1 oePTeL. | IF FIELD, SPECIFY STATION
C__] FiEwD
. PERIOD COVERED BY REPORT 6. TYPE OF REPORT
From To C__Jinitial [ Adnual [T 1speclal
[[]Reassignment % ] Reassignment of Supervisor

Items 7 through 10 will be completed by the person evaluated

7. LIST YOUR MAJOR DUTIES IN APPROXIMATE ORDER OF IMPORTANCE, WITH A BRIEF DESCRIPTION OF EACH. OMIT MINOR DUTIES.

i
8. LIST COURSES OF INSTRUCTION COMPLETED DURING REPORT PERIOD-%

Name of Course Location . Length of Course Date Completed

9. IN WHAT TYPE OF WORK ARE YOU PRIMARILY INTERESTED?

\F DIFFERENT FROM YOUR PRESENT JOB, EXPLAIN YQUR QUAL|F|CAT10NS (APTITUDE, KNOWLEDGE, SKILLS).

10.

DATE SIGNATURE

Jtems 11 through 18 will be completed by Supervisor

11. BRIEFLY DESCRIBE TH1S PERSON'S PERFORMANCE ON THE MAJOR DUTIES LISTED UNDER ITEM 7 ABOVE.

Approved For Release 2001/07/31 : CIA-RDP80j—01826R000400050002-5
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12. IN WHAT RESPECT IS THIS PERSON'S PERFORMANGE ON PRESENT JOB MOST NOTICEABLY GOOD OR OUTSTANDING?

13. ON WHAT ASPECT OF PERFORMANCE SHOULD ‘THIS PERSON CONCENTRATE EFFORT FOR SELF tMPROVEMENT?

14. COMMENT ON TH1S PERSON'S ABILITY TO HANDLE GREATER RESPONSIBILIT!IES NOW OR IN THE FUTURE.

15. ARE THERE OTHER DUT!ES WHICH BETTER SUIT THIS PERSON'S QUALIFICATIONS? (Recommend appropriate reassignment, if
possible.)

16. WHAT TRAINING OR ROTATION DO YOU RECOMMEND FOR TH!S PERSON?

PERSON OF UNSATISFACTORY PERFORMANCE.

17. 1F PERFORMANCE DURING REPORT PERIOD HAS BEEN UNSATISFACTORY, THERE 15 ATTACHED COPY OF MEMORANDUM NOTIFYING THIS

18. THIS PERSONNEL EVALUATION REPORT HAS BEEN DISCUSSED WITH THE PERSON EVALUATED. ADD!TIONAL COMMENTS INCLUDING
COMMENT ON ITEMS 7, 8 AND 9, ARE SHOWN BELOW UNDER I1TEM 20.

DATE SIGNATURE OF SUPERVISOR

19. | HAVE REVIEWED THE ABOVE REPORT. (Comments, if any, are shown in item 20.)

DATE SIGNATURE OF REVIEWING OFFICIAL

20. COMMENTS: (If necessary, may be continued on reverse side of cover sheet.!
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THW EXWCUTIVE INVENTORY

‘1. The purpose of a Career Service Program is to develop people
to the fullest extent to meet present and anticipated job needs of the
Agency. An M"executlve invenbtory" is nerely a means of matching present
and potentlial execubtive~type assets against present and anticipated needs
for executive ability in order to plan intelligently to meet these nszodse

2+ As an aid to personnel planning for the development and use
of executive sgkills throughout the Agency, the CIA Career Service Board
will maintain an inventory of all personnel who evidence executive
ability or potential according to criteria which the Board shall de-~
tormine from time to time in relation to Agency necds. The Board will
review Personnel ®valuation Reports on all personnel included in the
inventory and will recommend inter-0ffice rotation assignments for such
persons when appropriate in the interest of their further development.
The Board #¥lso will use ite inventory of executive abilities to recom-
mend inter-0ffice transfers of persons to 11l key Agency positions.

3. In addition (0ffice) Career Service Boards are encouraged to

maintain inventories of any skills and abilitics which they find helpful
for use in their internal personnel planning.

w 1] -
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TH™ SELFPCTTON AND TRAINTNG
om -

TRATNFES FOR PROPRSSTONAL POSITTONS

1. With regard to trainces for overt activities, including overt
personnel assigned to covert Offices, it is recommended thats

ae° "All new personncl recruited to fill professional nositions
in the Agency be required to go through a training nrogiam
in order to give them an adequate basic intelligence backe
ground, TFTxceptions may be made for individuals who have had
previous highlevel intellipgence fxXperienca. ‘ .

by The present -Profescionsl Training Program in the QT4 Intelligence
School be reorientated and exponded as speedily as possible into
a Professional Selection and Troining Program to give all new
‘Personnel for professional pocitions a broad yet intensive
intclligunco-training; Spaeialized training, including language,
area and operational training, will be handled in other parts of
the training program, | o

¢s. The curriculum of the QTs Intmlligence‘School, including recom-
mended reading, be revised to covar subjects.of particular
intercst to 0ffices and be coordinated with TRS to reduce
duplicetion in the curricula. =~ '

de A sclection board to he known ag the Profession=1 Selection

Panel be established under the direction of the CTA Career
Service Board. It would consist of five voting members and
three advisory members ns followss ‘ '

f

(1) Two reprasentatives from the overt Offices.
(2) Two representatives from the ¢overt Offices,

(3) One representative fron » Deputy Direetor!s 0ffice, the
/P, DN/k and ™m/I, to be successively reprosented on a
rotating basis, : ;

\

(k)  Three advisory repreésentatives, one each from the Personnol
Office, the Inspection and Security Office and the Office
of Training. ‘

"12-&-
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The Panel will review seclection standards, including medical
standards, for and the qualifications of all candidates up to
and including the grade GS-11 for overt and semi~covert profese
sional positions in the overt, covert and support 0fficeg and
will finally approve on behalf of the Agency the selection of-
all personnel for professional positions in those grades and
categories., In case of an adverse finding agninst an applicent
by the Panel, the approvriate Assistant Director or Office '
head may appeal to his Devuty Director whose decision will be
final. The Panel will also, when requested by an Assistant
Mirector, arrange for the testing of a candidate in thé G&~12 =
15 category, review his qualificoations and made recommendations
to the requesting 0ffice, ‘

e. Personnel requirements of Offices for professional positions be
submitted to the Personnel Office which will inform the Pro-
fessional Selection Pancl and the Office of Training of the
estimated intake so that they may plan accordingly., 411 recruite
ment will be undertaken against authorized slots in consumer
Offices except that » small number of slots will be set aside
for the temporary accommodation of draft~eligible candidates who
are brought into CIA for indoetrination before entering the
Armed Services. ‘

fv The program to establish consyltant-contacts in colleges and
universities (Project Review Committee Project TRN/ADP=92-C2 of
22 October 19%1) to recruit undergraduate and graduate students
be vigorously implemented and ultimately expanded,

g2s No subsidy be given to university students prior to their CIA
employmente Wo specific substantive guidsnce be given by the
consultant-contacts to undergraduate students, In certain cases,
consultant-contacts may suggest that seleeted graduate students
specialize in practical subjects or forelgn-aspects of their
flelds which might be useful if they should enter the intelligence

he Consultant=contacts be bricfed regarding the relation between
recrulting for overt use in both overt =nd covert Offices and
recrulting for deep-cover activities,

1. Special security measures be taken to prevent subversive infiltrae
tion into the Agengy through the trainee system and that 7148

- 13 -
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Office be given adequate backing in money and personnel to carry
out these messurcse Consultant-contacts be bricfod thoroughly
regarding the dsnger of subversive infiltration into the Agency
through the trainee systeme :

js Approaches by CIA representatives to universitics or companics
in the United States for the recruitment or training of overt

personnel including overt personnel for the covert Offices, be
coordinated with the Contact Division, 0Office of Operatlons.

ke WNo orgsnized publicity be given the trainee recruiting program
and that publicity of any kind regerding sny ospects of the
Professional Selection and Training Program be discourageda

1. 11 cendidates for professional positions in grades up to =nd
inelnding 08-11 be given o onoe-day battery of tests before finzl
commitments for employment are made, this testing to be glven
after the applicant has been rocommended by reeruiters and ﬂi&g{
PO "and other forms have bzen reviewed by the Personnel Office,

m. The testing in 1, above be carried out in leading colleges and
universities by competent consultants (or by o field unit) and
in Washington by a hesdquarters unite

n. The sequencs of zvents in carrying out the Professional Sclectilon
and Training Program. chould be as follows:

(1) Statement by 0ffices »nd other comdononts of thedir nceds for
new personnel to fill profegsional positions in the 08-5
through G7=11 cotegorics,

(2) Tocoting, contacting and sereening of candidotes in univeor-
sities, industries and the frmed Services by the Personnel
Office through consulbent-contacte or by other recruitment
tochniques

(3) Preésecurity check by I&S0.

(L) Testing of candidates at selected locations in the field and
in hesdquarters.

(5) Screening and shopping of candidate files to 0ffices by the
Personnel Office,

=1 -
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(6} Clearance by the Mndjcal Offlcm (to be carried out between
: steps § and 10). :

(7) Assessment. (To be carried oub, at the option of the
obligating Office, between steps 5 and 10.)

(8) Obligation of slots by Ofﬁices.
(9) Security investigation iniftinted by I&SO.
(10) Security Clesrance.

(11) Interview, review and ﬂ'cl'ion by Professional Sclection
Penel,

(12) Wotific-tion to es~ndidate 5y Personnel Officce
- (13) ®op |
(1) Tntrance into CIA Intelligénce School.
(15) Review of Training record ﬁy Profegssionsl Sclection Panel.
(16) Assumption of dﬁty statue iﬁ Office oblisating slot,

2, With regard to trainscs for deep-covercsctivities, it is recommended
thats ;

as Recruiting and training of der7~COV v gandidates be conducted by
the covert Officcs separately fr@m the Professionsl Selcetion
and Training Program.

be A focal point be esteblished to coordinate doep-cover recruiting
between the covert 0ffices.

ce A focal point be established in the Personnel Office to coordinate
overt and semi-covert and deep-cover recruiting in the field in
order to aveld confusion and minimize security risk,

de  After initisl selection of deecp=c OV’ rocandidates, no further overt
or obvious CTA cuntwct be made w1th thoms

s Covert training be coordinated with the Professional Selection
and Training Program in order to make maximum practicable usc of
training, curriculum and staff,

w15 =
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ROTATION

Lo Thu ob*eutlvcs of rotatlon for the Agnngz‘are as iol)ows--

as A more fo@thVO and more economlcal utlllzatwon of the Ag uncy'°
MaNpPoOwWery

be A method of imprOV1ng the selection and broadenlng the LXpbPlDﬂCO
of lnd1VldualS’Lo serve in key pOSJ.tlonsa

ce The oultlvatlon of an osprit de corps based primallly on the
roward«f{or=merit pr1nc1plea ‘ .

2. The. objectives of rotation for the individual arc ‘as follows:

as A5515tin9 him to do his present Job more effectively by::-
(1) Increasing his knowledge in hlS field, -

(2) Providing him with new skills, technlqum and methods of
pcrformance@ . o L

(3) Improving his abzllty to plan.hlu work and to dlrcct and
supervise others in ite

(4) 1Increasing his understanding of the neces ndry relationships
of his job to those of ecllateral and higher Lchulonq of the
Agencya

be PTCD&TlH? him to uwndertake jobs of increasingly greater respongle
bility commensurate W¢th his growth potential by:

(1) Proadmnwng his . undcrutdndlng of the obauctxvuu oi thu Ayency
' and its mis 5100,

(2) Inton31fjing the development of his p3annlngs nanagerial and
supervisory skills,

ce FProviding hlm more opmortunwty to flnd tho fl(ld in whlch he does
bbs'{}o

dae Removing him- from a "fut"o
- 16 -
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3+ In order to provide a terminology that will promote a common under=
standing of rotation problems, the following definitions have been
adopted:

a, Rotation: The process O?.FystGMTth designation and redcs 1ana~"

TIon of an individual to vari ous kinds of duty and training for
- the purpose of improving his capacity ‘o sérve thc Agency. :

be Transfers The process of removing an individual from the rolls

... or.on¢ Office and his concurrent addition to the rolls of another
Qffice, This process is independent of the process of rotation
though 1t may be a consequence thereof.

Co Bxchange- The process of rotating an 1ndlvidua1 by p1a01ng him
Temporarily under the operational control of ancther Offlcu in
return for another individual alMlldPly attachedg :

de Loan: The process of rotating an individual by placing him -
emporarily under the oporatlonal control of another Office
without reciprocity, or of ‘attaching him temporarily to an
activity‘not a part of CIA.

Ce Sponsorlgg OifLCG: The adminlstratlve unlt of CIA on whose rolls
Individusls with rotation assignments are carried and under whose
-~ admintstrative control lndlviduals remain irrgspuctive of where
attached,

. fo . Receiving Offices The administrative unit to which individuals

- oeing rotatcd are atbached and under whose operational control
individuals remain until they arewreturned to the Sponsoring
Offlce,

Lo PTLn01plSS ‘which are concerned in the process of rotation are as follows.

- 8¢ Personnel Covercds In general, any-individual who has been in the
employ of the Agency for a period of two years is cligible for
rotation, Rotation of paersons who have been on duty for less than
two years would be the exception rather than Lhe rule,

be Positions Govered: Any position within the control of the Agoney
To which the assignment of personnél will serve the objectives of
rotation is regarded as covered by these principles, These include
executive, operational, intelligence, technical, administrative and

-17 -
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training positions, either in the field or at headquartors, within
the Agency or with other public or private agencies or institutions,

Job Groups Covereds The classes of individuals covered arc inclie
slve rather than exclusive, The professional or technilcal
activity of a given class of individuals may, by its nature,

Limit the job=type groups to which members of such a class will
rotate, : : ' :

Normal Duration of Tour of Duby: Each individual rotation period
may vary oub Will not be 1685 than six months, and will probably
average between cighteen and twentyefour months, Thus, a rotation
assignment at the National War College will run some ten months
while a rotation assignment to a position overscas may well run
twenty=four to thirty months. :

Degree of Compulslon to Rotate: As a matter of principle,
accepbance of a rotation assignment is compulsory for persons who
intend to make a corecer of (IA employment, Any individual or
Sponsoring Office, or Recelving Office, may, however, show causec
why a rotation assigmment shall or shall not be carried out, The
reviewing authority (the CIA Career Service Board) shall in such
cases make recommendations to the appropriate Deputy Director whose
decision shall be final,

Adminletrative Conbrol:s Individuals with rotation assipmments will
remain on Ghe rolls of the Oponsoring Office and under its admine
istrative control for promotion and transfer purposes, The Sponsorm
ing Office will pay tho individual Irom home office funds at his
home of fice pradeg

Qperationel Control: The individual being rotated will be under
the operational control of the Receiving 0Office for the duration

of his tour of duty with that Office, during which period Personncl
Evaluation Reports will be prepared by the Reecelving 0ffice and
forwarded to the Sponsoring Officee

Effect of Grade Diffcrential between Jobs concerncd in Rotations
Assignments glven to individvals belng rotated shall be gonorally
comiensurate with their abilities, keeping in mind the purpose of
making the speciflc assignment. Rotation Loan Slots (See Schodule
B, attached) will be allocated to Officcs to maintain flexibllity
in effccting rotation where exchange of approximately equlvoalent
personnel, is not practiecal,

—= 1 8 &y
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ie Changcs in Orades  Promotilons and ofhbr changes in grade shall,
romain undor the corbrol of the Sponsoring Office. The eligi-
bility of the individual for promotion shall pot be prejudiced
or overlooked by reason of his statuu as an individual being
rotated. T ‘ . ,

je TDuration of Rotational Pattern: It is premature at this time to
formulate a policy covering the duration in years during which
period the individual is subject to rotation policles, or to
‘attempt to prescribe an arbitrary age llmLt after which rotatlon
policies will not be applied,

ko Scttlement of Disputes: Dlver scnce of views between Officcs or
between an individual and his (0ffice) Carecr Service Board which
cannot be satisfactorily resolved between the partics shall be
referred in the first instance to the Secreturiat which will
review the case and forward its rpcommundatlon to the concorned
(0ffice) Career Service Board(s). In the event the recommendation
of the Sceretariat is not accepted, the case shall be referred to
the CIA Career Scrvice Board for dispositlon°

1. Policy Governing Rotation within an Office:s Intra-0f$1ce rotation
policy shall be sot by the (0fTice) Corcer Service Board within
the framework of policies prescribed by the CIA Carcer Service Board,

me Policy Governing Rotation between Offices: Within the framework of
policies prescribed by the CIA Carcer Service Board inter-0ffice
rotation will be based largely on a series of bilateral agreements
between Offices which will set forth in each case the person being
rotated, the expceted duration of his aosipnmcnt and any other
pertinent facts,

5o

There‘are two basic types of rotation as follows:
"a, Rotation by Exchange

(1) The Exchange procedure autnorlzeu Office Boards to negotlate
jme"WmmmmofhmnummSanﬁamsbmnmﬁgﬂtmt
rotation is the best method of broadefping their oxperience.
This procedure will be used when the two positions in question

~are of corresponding respousibility. Respective grades of the
positions or incumbcnts nced not be exactly the same,

-719w
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Tndividusls being rotated will be under the operational
control and supervision of the Receiving Officc Boards

The Receiving 0ffice Board will outline to the individual
the responsibilities of the new positlon,

Rotation by Loan

(1)

(2)

()

The Toan procedure authorizes an Office Board to recomnend
the temporary assignment of an individual to another Cffice
without receiving anyone in roturn or to recommend his
assignment to outside activitiles for the purpose of broadenm
ing his knowledge of his ficlde :

Robabion slots, allobted by guota outlined in Schedule By
attached, will be available to Office Boards, These slots
will be allotted by the CIA Career Scrvice Board and wll
be Mopen" positions to accommodate any grade. o

The Receiving Office Board will outline to the appointoee

the responsibilitics of his new assignment. The appointece
is "on loan" to the Receiving Officc and will thercfore not .
tie up an authoriszed 17/0 position, He will be assigned to

a logical unit in the Receiving Offilce's organizatlonal
structure, . - '

Appointecs will be under the operational control of the
Receiving 0ffice Board,

Specific questions raised by the DCT in his memorandum of 7 March 1952
and recommendations in response thercto are as follows:

ae Do you rccormend limiting overscas duty to any particulor number
of years?

Tt 1s recommcnded that the Agency not limit totel overscas duty
to any perbicular numbor of yoars bub that, in accordance with
their neceds and in consideration of the health and hazard condi-
tions provailing ab vardlous forcign posts, the geveral Offices

concernzd, in conjunction withithe Mediecal Office, arrive at ond

recormmend a uniform policys

~ 20 -
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be Do you recommnend bringing all'fdreign personnel home, - say, onc
year in each four or at any other intecrvals?

It is recommended that as a policy and in conformity with
existing and provosed fedeoral laws all staff personnel serving
overseas be brought home at least once every two years for

home leave: Determination of the relative lengths of tours of
duty in the United Stetes and overseas will have to be adjusted
constantly in consideration of the proportion of tobal staff
personnel scrving in the United States and abroad;

¢¢ Do you recommcnd moving officers as a matter of policy from Office
to Office within the Agency or do you mean from division to
division within an 0ffice? : : '

The rotation system rccommended provides for intra=0ffice, intere-
Officc and extra=-CIA rotation of the individusl to duty or traine
ings At the Agency level, the CTA Carecor Scrvice Board is
empowercd to leovy requirements on the Office Boards for individuals
to prepare them to f£ill key Agency positionse S

de At what rank does the rotation by the Carcor Service Board stop?

s

The rotation system recommended by this Working Group covers all
positions and all ranks without restriction,

-
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the Agency chould provide s
uacurlty aspects of QIA's mission which Torces on many CIA personnel a
role of anonymity, repugnsnt under normal circumstonces to professional
paoole, and the physical and montal stresses rﬂsultlng th :refrom are
such that a . compensating factor is dcblrﬂblo

persommel will require le
to thig problem sinee the
department of government thsat is sponsoring desired legis
provide an indircct means of attaining the objecctive.
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CARFER BENFFITS

1. In order to induce able persons to make their corecrs in CIA,
meclfie and tsnglble benefits to theme The

2, Most of the tangible ben@fits that might be provided to CIA
rislation, Continuous attention must be given
OppOTtUPJtV to collaborate with some other’
slation may

3o Benefits that may be installed without additional l@vlclltiﬁno

2. Additional pay for various types of hazardous duty. _
(Separated from the Career Service Program at your requeg
but being carried forward through other channcls.)

be. A meritorious award system providing for recognition of
distinguished service to the Agency. (See Tab H).,

c. A CIA oversecns post claszification system providing
benefits responsive to unhaalthful conditions.

It is rocommended thate

(1) The Ageney continue to follow the Deparbuwent of State
system.

(?) The Direcctor of Psrsonnel continue the exercise of his
powers a8 in the Dast.

(3) The Director of Pcrsonncl, with the advice and aselst-
ance of the operating Offices concerned and the Medical
Office, ~stablish an Agency policy regording the length
of assienment in unhealthful posts, giving regard to
the onrobabls deteriorrtion of health. This determina-
tion to be made without reference to-ealary differential
or possible accelerated retirement credite

“ 22 w

Approved For Release 2001/07/31 : CIA-RDP80- 01826R000400050002-5
[e—

Sacurity Information Tab G



Approved For Rﬁlse 2001/07/31 : CIA-RDP80-01826R(m400050002-5

diseweT®

Security Information

ds  Better group heslth insurance. (At present being actively
worked on.)

ke Benefits that will require additional legislation;

2, Additionzl banefits for n«rconnrl dl&ﬁbl”d while in the
employment of CIA.

be Pay, withinmgrade raisss, and grade promotions for personnel
who are detained involuntarily by foreign governments, known
as "Missing Persons Act' for vouchcored funds employees,

ce Application of the principles of ithe United States Tmployeces?

Compensation fct to dependents of employees engagsd in
hazardous dutiegs who zre thrma€1mns expoged tn hazard,,

de Death gratuity of eix months! base pay to dependents of
. CIA employeers whose denth occurs in line of duty while
serving overseas .

@e A more liberal retiremsnt system,

f. An appropriate and adequate lcave system for all overscas.
amplovees, o '

It is recommended that the FIA Carcer Service Board glve Ite eon-
tinuous attention to benefltu a. through f, abovo.
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THE HONOR AWARDS PROGRAM

1s An honor award for intelligence service should be distinguished
from an incentive award for meritorious suggestion or for out sbanding,
efficiency and economy in administration as well as from longevity
recognition for long and faithful service. An incentive awards program
is well estgblished in CIA, and a system for recognition of longevity is
now being considered, Awards for intelligence service do not exishb, Ib
is therefore recommended that:

a, CIA establish a medal for presentation by the Director of Central

Intelligence to any individual associated with CT4, or to any
other person, who makes a notable contribution to United States
intelligence activities,

be The design of the medal incorporate those features of the Agency
seal adaptable for use in the medal and that the medal be
suspended from a distinctive ribbon employing the colors of the
Agency seal,

ce Units which have contributed outstanding performance be
recognized by a personal award to each member of the unit
rather than a group awarde

d, There be established an Honor Awards Board, under the juris-
diction of the GIA Carecr Service Board, which will be
respongible for reviewing vecommendations concerning any
honor awards in CIA, and for forwarding these recommendations
to the DCT for his approval.

ce The CIA Career Service Board give further atbtention to the
problem of creating an Honor Awards Prograle

- 2l -
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Sccurlty Information

Schedule A

Membership
on the

CIA CARIER SERVICE BOARD

1ls The following persons are permanent mombers of the CIA CARFER
SERVICE BOARD:

Deputy Diroctor/Plans or Deputy

Deputy Director/Intclligence or Deputy
Deputy Director/idministration or Deputy
Assistant Director (Personnel)

Director of Training

2, The following persons are rotating members of the CIA CAREER
SLRVICE BOARD:

Assistant DMrector for Special Opcrations

Assistant Dircctor for Policy Ceordination
Assistunt Director for Communications

Assistbant Director for Current Intelligence
Assistant Director for Collection and Dissemination
Lssisbant Director for Operatlons

Assistant Dircctor for Scientific Intelligence
Assistant Director for Rescarch and Reports
Assistant Director for National Iistlmatcs

Assistant Director for Intelligence Coordinabtion

- 25 -
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Schedule B

ROTATION LOAN SLOTS

1. Rotation Lozn Slots, "open! with regpect to grade and over and
ahove the normal T/0 of the Offices, are allotted to the Offices as
indicated belowe Only personnel on "loan" rotation assignment will be
carried agrinst these slots. These slots will only be ased to offect

rotation assignments when “exchange" rotation s not practical.
5, The allotment of Rotation Toan Slots is as follows:

Unit

v o

Nffice of the Nirector of Central Intelligénc@

0ffice of the Doputy Nirector of Central Intelligence
Office of Treining

Office of the Denuty Director (Plans)
Office of Special Operations
Gffice of Policy Coordination
Office of Communications
Technical Servicas Staff

Office of the Deputy Diractor (Intslligence)
Offics of Naotional Wetlmates
Office of Scientific Intelligence
Office of Regearch and Reportis
Office of CQurrent Intelligence
0ffice of Collection and Dissemination
Office of Operations

Office of the Deputy Director (Administration)
Prreonncl Office
Ocneral Scrvicas Offlce
Comptroilertis Office
Tnapection and Security 0ffice

Held in reserve by the CIA Carecr Service Board

TOTAT,
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